STATE RECORDS COMMITTEE
Approval Signature Sheet
Records Retention Schedule
Application #930512-01
Sheet 3 of 3
Schedule Number: 94-0007

Effective Date: 08/23/94

Creating Agency: Department of Transportation
Office of Equal Opportunities.
Disadvantaged Business Enterprise Program

Series Title: Disadvantaged Business Enterprise Certification Files.

Dates Covered: 1988 - [ongoing]
Access: Open

Disposition
Instructions:  Cut off at end of calendar year.
Hold in current files area one (1) year.
Transfer to State Records Center and hold three (3) years.
Destroy.

State Records Committee has authorized the approval of these disposition instructions
for the records series described in the attached records retention schedule application.

/{WW%MMM Feb. |, )94

Edward Weldon Date
Secretary of State Designee




fi%] APPLICATION FOR RECORDS RETENTION SCHEDULE | 25Xas.Bh 1ok Sfliives AND STATE

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No 76—RM-—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management DIVISIOI‘I 330 Capitol Avenué, Atlanta, Georgia, 30334

Attention: Scheduling Section. - g%05/2 ~0O ! I ,
FOR AGENCY USE 1. Agency Address FOR RECORDS MANAGEMENT USE
Application Date - Départment of Transportat:.on ' Application Number
Office of Equal Opportunltles 6?4/'6k%9;7
Application Number if‘: 1§a€ltoéAS§g§§i 1002 -Date Recaived Date Completed :
nta Dat mpiet

] ’ N MAY 12 993 p%/03/94
2. Person to Contact Working,"l"nllo ' Telephone Number -
Robert L. Bradley - EEO Administrator (404) 656-5323

3. Action Requested.
a. [ Establish Retention Schedule; record will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated.

¢. O Amend Application No. Check One: 3 Change; [ Supercede: O Void

4. Dates of Series 6. Records Series Title (followed by title used in office; if different)
Earliest - Latest )

1988 | Presend. DBE Certification Files

6. Division and Office Function What is the function of the Division and the Office in which this record series is created?
The special staff EEO Office is responsible for certifying

- firms applying for the Disadvantaged Business Enterprise Program,
among other duties. Files on these firms are to be maintained for at
least three vyear. perlod as mandated by federal guidelines.

7. Record Sériei Description . This file contains the following documents (include form numbers and titles, if any):
Attach samples of the file.

Documents relatingto: Applications and other documents relating to certification
of DBE firms.

Included are: Files on each firm thét_applied for certification in a
' three year period. .

Fileisarranged: - Alphabetical order by compapy name.
8. Monthly Reference Rate How often are records referred to which are: _
One tosix monthsold — . ; Seven to twelve monthsold 3 ___.; Thirteen to twenty-four monthsold ——————:

twerity-five months and older __Seldom?

9. Annuai Rate of Accumulation of Records _
- Letter-sizedrawers 1 _:legalsizedrawers . Sheives_____;Other (specify)

AR-50-71; Rev.76 ] - {Qver)

———

L T -




S,

0 Calendar Year; O Fiscal Year: O Other then,

O Hold in the current files area __'___month(s) -1 . vyear(s); then
O Transfer to local holding area; hold —______year(s); then -

3 Transfer to State Records Center; hold _3___5__vear(s) then

& Destroy.

O Transfer to State Archwes for permanent retention.

QO Other (Specify)

These instructions apply to all prior and future accumulations of the series.

' Agency Head/De |ignee (Signature) Date

YES | NO 10 Questlonnaure (Place an “X" in the proper columnj L RN
a. Is this the official copy of the series? ) o
if not, where is {t? '
b. Does the series contain confudentlal lnformatlon requiring security handlmg? If yes, cite law or regulation.’
P4 . . . .
' ¢. Is this a vital record? ' e '
- X d. Does this series have historical or long term research value?
. When one or two documents in the file make is  necdisary to kee“p the entire file for a long period, eould thess
X documents be scheduled separately? :
X s th&WMMWMM& CODY,_
g. Is the information contained in this series ever analyzed and/or. recorded in 8 summarized report?
X If ves, attach cooy. ° 5
h.ls there 8 duphcatuon of this serles in your office, or in another. offlca or agency?
x 1 I yes. where?
x | i Is thnaagugs_{am_mmcmmn_o_id_mgulum.mmlmgd?
x i._Does the re 2 i
11. Retention Requirements : The following requires the series to be kept:
a. State Law ————years,  d. Audit period . _years,
b. Statute of limitation o years, ~ e, Administrative need . yeais.
¢. Federal law . ___years. - f. Federal retention instructions 3 ___years.
Attach oopy or excert of laws or regulations. Explam admmistratwe need. :
2, Z : y B> qfuf” 23
FHWA Requirements %7 Code 7 '
12. Approved Disposition Instructions  This agency recommends that the file series be cut off at the end of each:

of

érC LLM 0‘%7/j}_

Recommendations in para-

graph 12 are approved. State Auditor/Designee
{if disapproved, attach letmr -

explanation.) ‘| Secretary of State/Designee (BT A TR
. D [N =

Attarney General/Designee

. Bwr




